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DESCRIPTION

RETENTICN

Generzl Schedule A is authorized for uss by
all Baltimore County Bcards, Commissions,
Committees, Councils, etc., which do not have
specific records retention schedules. This
schedule indicates minimum retention periods
fcr the records listed.

Schedule A does nct superseed any official
schedules already 1in forc= nor dces it negats
the reguirement to schedule records not
specifically itemized on this schedule. IZ
zdditional records are meintained a unigue
schedule fcr each Board, Commission, etc.,
can be initiated through the Records Manage-
ment Officer.

The authority fcr this schedule is contzined
in the Baltimore County Code 1978, Title 27,
Sections 27-4, (a), (b) and 27-6. It is alsc
reforended -im-the Records--Management Manual
ci Baltimore County 1988, Chapter 15,
Sections 15.2-a-10 and 15.2-3-1 thru 3.

ional informati

~v Records Management Prcgram c
2< in the Records Manual or contact the
2 £ Management Division.

GENERAL ACCOUNTING RECORDS

Counter Cash Books :

Delivery Orders, Receipts and Receiving
Reports

Expense Reports Continued

ki

Retain coffiicz copies

for

{2). two fiscal

{ years, ‘then cdestroy.

/

‘l
—’,. ‘/v - .'/‘. . [”.
105757 AL S Sl N

SGEDULE AFPROVED BY SGIEDULE APSSOVED 5%
RECORDS MSNAGEVMENT CEFICER COUNTY AONISTUITS

lSioei L0

-

7 - — I L
i y A

N\

H .
L

-

/D=

SIGNATURE ¢ DATE

SGETULE &

APPROVED BY ' SCHETULE APFSOVED 3Y

AGENCY ,CR DIVISICN REPRESENTATIVE STATE ARCHIVIST

R

,u/»//oo/ ~l. . IR L




. SHEDULE ND.
C-573
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) M ND.
2 of 3
r;‘gi " DESCRIPTION RETENTION

1. (CONTINUED)

Gasoline. Tlckets
Paid BlllS,

Requisit
Mileage Reports

Vochers and Inv01ccs_‘
ReC“lDu Books and Reczipt Copiss
ions and Purchase Oraeva

2. | SPECIAL ACCOUNTING RECORDS

Audit Reports

3. | BUDGET RECORDS
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Annual Budget Submissions
Monthly Budget printouts
Workpapers
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Minutés of meéet
commissions,
gener

acticns,
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5. | UNOF:

ees.

6. | LEAVE

v contain but are not 1

lncs and hearlncs of boards,
ommitteaes and councils which
ally document their proceeding and

Files contain information on current employ-
Files ma
to copies of applications,
reprimands and disciplinary actions,
doctor slips,

imited

annual reviews,

awards,

accident repcrts, resumes, etc

AND TIME SHEETS

CONTINUED

This file contains office copies of employ-
€es annual leave and cdaily time recordincs.
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Retain permanently,
for eventual transfer
to Archives.

Retain annual submiss-
ions for (5). five
vears, then destroy.
Retain all other paperd
ior (2) two years,
then destroy.
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Screen arinually and
destroy that material
no longer needed for
current reference.
Retain remaining items
for (2) vears after

mination, then de-

('1

) one
stroy.

 —~
o 1~




RECORDS RETENTION AND DISPOSAL SCHEBULE

(CONTINUATION SHEET)

GENERAL CORRESPONDENCE - -

Subject arrangement of original incoming Screen annually and
letters, ccpies of cutgoing lettsrs, memo- destroy that mzterial
' randa, studies, reports, direcitves, polic- no longer needed for
ies, and other materials related to the current business.
administration of the agency.
Directives, policies
ané other material
related to the plan-
ning and policy that
illustrate the devel-
opment of the agency,
retain permanently
for eventual transfer
to the Archives.

REPORTS AND PUBLICATIONS

This file includes all reports and publica- Retain (1) one copy
tions issued by a board, commission, commit-| permanently for even-
tee etc., which result from hearings, : tual transfer to the
meetings, investigations, etc., and document] Archives.

scme action or recommendation of the origin-
ator.

PRESS RELEASES
These files containm all statements and press| Retain one (1) copy
releases during the year by the Commission permanently for
(or council). eventual transfer to
the State Archives.
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